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EMPLOYER CONTACT INFORMATION

All school districts submitting information to the Nebraska Public Employees Retirement
System (NPERS) must have a current Employer Contact form #NPERS6300 on file. (See
sample, page 1-2.) You must submit a new form to NPERS whenever there is a change in
the Primary Employer Contact or Additional Contact(s).

Your Primary Employer Contact should be an individual who is familiar with your
employment policies, your payroll system and the School Retirement Plan, and who has
access to your personnel records. You may choose whom you wish to be your Primary
Employer Contact, and may choose Additional Contacts as needed.

INSTRUCTIONS

The Employer Contact form must have original signatures. Forms received with a typed or
stamped signature are not accepted.

All general correspondence from NPERS will be addressed to the Primary Contact.

An individual who is an Employer Contact for numerous rural districts should complete
an Employer
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SAMPLE FORM

EMPLOYER CONTACT

B, Nebraska Public Employees Retirement Systems
IR, 1221 N Street, Suite 325 402-471-2053
9
e————  P.0, Box 94816 800-245-5712
Lincoln, NE 68509 Fax: 402-471-9493
Plan Type
Employer Name Date (Check One)
. [T School
Agency/County Number/District Number [ State
] County
Address [ Judges
. [ Patrol
City

Please complete this form to include the name(s) of the people the Nebraska Public Employees Retirement Systems (NPERS) may
record as point of contact. Your Primary Employer Contact should be an individual who is familiar with your employment policies,
your payroll system, and the retirement plan and who has access to your personnel records. You may choose whom you wish to be
your Primary Employer Contact and may also choose other Additional Contacts. All general correspondence from NPERS will be
addressed to the Primary Contact.

If the individual who is the Primary Contact or anyone who is listed as an Additional Contact should change, please complete and
submit a new form.

PRIMARY CONTACT INFORMATION

Contact Name Title
Address Telephone Number
Signature Date E-Mail Address

ADDITIONAL CONTACT INFORMATION

Contact Name Title

Address Telephone Number

Signature Date E-Mail Address

Contact Name Title

Address Telephone Number

Signanire Date E-Mail Address
BAR CODE

NPERS6300 Rev. 05/03



ACTIVATING PAYROLL ADMINISTRATOR WEB ACCOUNT

NPERS will provide you with a Username and Temporary Password. You will use this
information to activate your Payroll Administrator web account with NPERS.

To activate the account, follow these steps:

1. Log on to the NPERS website at www.npers.ne.gov. The home page will be displayed.

MNPERS Home
Create Tour Account

Aetiremant Board
Ivestrment Cowncl
Organization Structurs

Plan Information

School Employess’

State Patrol
Judge's
State Employess’
Counky Employses”
Daferred Compeansation

Other Information

Hamber Servicas
Mamber Handbooks

Publications

Legislation
Retiramant Seminars
Emalayer Reparting

FAGs
Glagsary of Terms
Site Map

MPERS Forms

Contact Us

Seaich:

Nebraska Public Employees Retirement System

#ihats New?
#*pamber Sonices
®shout Pubtic Bstirement

Msnvission Statement

The Mobraska Public Empliees’ Relirgmen
SYSIRM RCOQNIZRS IN@ IMpOTanc: of 3 SUctessul
reirement and |5 dedcated m prodding the
heghest quality senuce necessany o assist
members in achigvng this goal, more about us..

Byhat is Pioneer?

PIOMEER Is e name chasen for ouw new pension
alrministration sysem, The PIONEER Froject wil
b2 irnplementad in four phases zad is scheduled
for comipletion in May 2004, The system will
encompass the si public pension plans under the
sdrinigiralion of tha Mebraska Pubfic Employess
Refrement Srzlam The nesw PIOMEER syslem will
prcride integratad woskilosd and afice sulamation
capabilitas hal vill sigrificanlly irarose e spead
anid SCturacy of DUSineSs procossing. moms

Flaasa login if you hawe glready
established anwab account with
MPERS,ifvau do nat have anweb
aceour, plaase click hare ta
creale 3 wab accounlin jusl 2 faw
simple sleps.

#Reliraman Seminars
*|_pqislative Infoormalion
*Other Retirement Sesems

If¥aU are an emplovee of an
repomng agency, a lefier with
temporary password has already
been mailed fo your emplayer.

Bstiews From Retirement System

®LBGET "Cash Balsnce® changes
® Henedil Review Study
® School Plan Offars Mewr Opoons!

Asother Related Links

® Social Sacuny Onling

® Collens Saings Plan

® RS Farms andd Publicafions
® RS Ta Informahon

® rahrasks Onling

* Lincedn Wasdhar

® Map ofLinceln, Melbrashs

Smer Noing on s wel) 28 & elber o el
e of 8 cospkele slslement of 1he bovs or

KPERE aciminsiratve ndes. I ary condict belween
iz infioe n and Blebrasis lvers or sdniriztralive
rues, the lavees Bnd paminestrative nies shol prevad

2 MRERS 2001 A1 Righis Reserved  Tewa ¢fUse  Dnling Fvacy Foliey

Underneath the Click to Login button, you will see a Click Here link
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. Click the link.
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2. An Electronic Signature Agreement will now appear on your screen. Click | Agree.

:unl u

PRFTE: ROICES S5 OR PEQUES TG ACCDUNT INFOERIRTIOH O, TRAISACTIORS
THROUGH THIS. SITE COHSTITUTES AHD SHEL BE DEEUETD: TO BE AN ADCEFTAHCE OF

Hedyrerecs Board I PO CPovEMG LIS AN ORI 0N,
Irvistmon: Coanol
PESrT— B o AT cepted 1 e ter: Contaman oh thap Agroswenl filide odi Riy eesiis

Flease choi s back iz o poer broseser o refem o e pressous page

Sobawy! Empleais’
R = o |
Jalges
St ErTi b
Caunty Emgriopees
Dehemed Compassron

Member Sarviie
N mber Hirsdbood i
Fublatont
Lagulymar
Reting et Saminaes
Ermpbiper Hepotng

Fuis
Sirairy of Terma

L8 Wap

WPERS 61 b Prses Tamutlie Godae Phot sl

I Agree - signifies you are signing your report each time you log in to work on your
report.

I Disagree — If you click on | Disagree you will need to remit a signed recap report.
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3. You will now see the web page “Manage Your Login Account.” Click on the Payroll
Administrator button. Click the Next button.

APERS Home
Create T Kocount

Bebrament Board
[nyestment Council

Organization Struchare

Plan Information

School Employess’
State Patrol
Judge's

State Ernployess

County Employees'
Deferred Compensation

Other Information

Member Servces
dember Handboaoks
Publcztions
Legislation

Fetrament Semmars

Emplover Reparting

Help
Fs

Glossary of Terms
ke Hap

NPERS Forms

Gontact Us
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Manage Your Login Account

‘Wieltarme to the accounl crezlicn page. Select he mlefarshich anaccountis 1o be

crealed and click Mes.

'would like to create an account as ..

™ Member

" Payrodl
Adminisdrator

bvae an account with MPERS but | am nat 2 benefiiary or benef
16t ipient,

Iwarkan payrall for 3n agency. | am respansible for rapoding
Wage and Cordribudion infoemalion via the NPERS web sile.

.

ENFERS 2001 2 Bghts Feserved Temsof s Onine Priaes Palicy
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4. Employer Administrator Account Activation instructions will appear on your screen.
Please review these instructions.

Snanchk | m
Instructions - Payroll Administrator Account Activation

MPERS: Hoime

Crests Your acoount

This page descrbas Te sleps you wolld nead 1o
fodlow be actmate an Faymll Adminisiraioe ek @ EAaQ's | Blnssany

Rulirarmant Board arcount
Investment Counol

orgunization stroceors | [

Flessa anlaryaur parsanal and prodeszinna | irvioerredon S0 wur details tseba

about s

Man Infarmakinn authenticaied Tris |5 requined b ackvste your Famall-adminisirabor wab acoount. Aer
; woursseh accoynt has bean achvalad, you il Be abla S logn snd atcess the Infomation
Sehool Employess DRMANING 10 FO0r IR0y
State Patrol
e S
Ftate Employees’ 8- The Ugernarme ghen b e by NPERE
Coainty Emgloy ees’ - The temporany password ghen 10 you iy MPERE
Chadarrad Compand ation e Choose & i pagswond

- ‘four first name, las nama

B The Rgeicy unil reambss Trine agernsy aEigied o he wab aocount

1- Tne emal address youwesh o ese for morrmng iInformaion irom KFERE,
- hooss s satned guestion and answar (This & oplonah

Member Sory ioes
Mamber Handhooks
Publications

Lagis| bz
Rebirerment Senmdnees

IS 2 easy Ghaial

Step 1= Enter the information ghien o you be WPERS and some personal infommatian
Employar Eeporting Step 2 Lag ki

— L

Facs

Glossary of Terms

i Map

MPERS Forms

Contact Us

DINACRE 2001 A Mghts Reoerved  Tgims of kg Daliedg 0oy Falion

5. Click the Next button. This will take you to the Payroll Administrator Account Activa-
tion page.
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6. Enter the User Name/User ID and temporary password sent to you by NPERS. Enter
your new password and the remaining items on the page. The information you enter

on this page will be validated against existing information in the PIONEER system

NPERS Home
Craate Your Account

Retirement Board
[nvestment Council

Organization Struchure

Plan Information
Sehool Emplayess’
State Patrol

Judge's

State Ernployess’
County Employess”
Deferred Compensation

Other Information
Hember Services
Hember Handbaoks
Pubbcations

Legislation

Retirement Seminars
Employer Repartng

FAs
Glossary of Terms
St Map

MNPERE Forms

Contact Us

Payroll Administrator Account Activation

VWielcome % he pastoll adriniztmstor sccount activation page. Your account has sready
been crezzd by MPERS. Fill outthe indomaiion below o ackwate your acocunt

Payroll administrator Activation Form

* Bllfietds are required, # fom helg
Pamod Administrator Lsemarne® fmese-1s
{E4ni by NPFERS) L}

Temp Passward® i—
{Senl by NPERS)

Newe Passwand® (betwean & and 15 charatbers) I

Cordrm Mew Passward® i

Farst Mame ™, Wi i}[i-:ul: |I

LastMame ™ IE‘=11:13

Orgarization Number* s

Ernail Address™ !J'Iia[lSEEI]JEIE.Z].E. gow

Corfirm Email Addess = i:nIEI:lBEan £3, €, g%

Wiliat ks your secret quasaon? iSule:thrqueﬂnn j
FAinswer 1o your saceef queshon® I

—

Tell K Moe...

Edaryour web accourd achivabion is sucoessfl You could 6o ana or mane offe fllowing
Ihings.

® 00 - G0 hene to kagin bo NPERS wed sile.

Manage all wab sccounts craabed for your agency.

‘o could Activabe of IrAclivate 2 web accounl or Reset passwond foo & web
Fetount

Update vaur agency cantzcts isf wilh NFERS

Helpo - o here tolearn mora abaut kow bo use this sile

FAds - Cheek cutour Fresuerdy Asked Quashions sres

fhout NPERS - Go here o lzam more sbout NPERS

Comacl s - Send usa message.

- .

DRPERE 2001 AdRgrls Reserved  Tammeof lke  Onfine Privacy Polles

7. Click on the Activate button.
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8. If the data you entered is valid, the Account Activation Confirmation page is displayed.
You should print this page and save it for future reference.

NPERE Hire
Croghe Four Aooounk

Account Activation Confirmation

Gonranaians yourweb soounthes been successfll actvated Slease pertthiz page
a0 9ewE 1 rTLILE Efere e
Retramant Bosrd
etk Cauned Agcount Actvatien Canfirmatien
rgaahen Srudure Lkeermame ADNIDOS-020-000
Ougeriation Kumber ;. S05000:000
Plan Infarmation Emal Aidress w313 BpErE. ne oy
Echaol Emplayees’
Shata Paingl itats Masd?
Judge's
St Employaes’ et paur welt o] activebon 18 supszsabil wiu could da ane ormare o e Rlowng
Cously Emplapess’ hings
Diefrerad Comgensatian
# Loon-Gorend loiogin tn WPERS websie
- # Manaps a1 wab ecoodnts DEated i our apencs
Other Tnfarmation Vg cou Retivale b IrvACae aweb Bccourl of R sal passwond f2ra wih
Mermer Servizas axaun

+ Undgie you L slwih NPE
Mot Hudiocs Uzdate your sgenty santecls slwih NPERS

# Hal - G0 here b leam mon a8 oul hiwtn use s sk
Pubiizations # FA0 - Cheokautoor Frequanty isked Cuesions srea
o, & o] MPERS- 0o Eeed Inlaam mare-sbal NPERS.
Lezisiah Al Ll
demshm £ # CanfwtUs - Gendes & ningsan
Rytramark Seminas
Employer Rzparting

FAQs
Glossary of Terms
Site Map

NPERS Farms

Canlact Us

BAPERS DM & Pty Fasrwad  Pewmpol U Cnlwe PowsoyPubop

9. If your account is not activated, an error page will be displayed with an error number.
You may contact NPERS via the Contact Us link on the bottom of this page, making sure
to mention the error number.
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CHANGE YOUR WEB PROFILE

Wielcome Back, Micale Faris I—
Emnployer : Rock Creak Public Schaol LI ﬁ

Employer Reporting

NPERS Homea

i Belowis a list of your Izlest repors, Selactan action thatis aailzblz ned 1o fhe @ Page
Employer Home desinad raport, af you can Creals 3 Mew Rapor by chicking on fis underined link Halp CLICE O CHANSE WEE
Change Web Profile PROFILE

Wark on B Reparts Regular keports

DatP l.lmlm‘.e f.:nnﬁm.l Vew ll'im
Adrier] 4002003 OA2003- (2003 egd  updale  delale His
Suspencded OAO4O003  COOEEOO3- (ESE003 edd  update  delale  confirn ﬁﬂ gy

Retirement Board
Investrnant Councd
Organzation Structure

Plan Information

Tedline mare

School Employaes’

Skate Patrol

ludga's This pae dizplays reports which have baen added, acceptad or thosa thet have bean suzpended dug i
—Sta'hs By arrars in member records. This page alse displays all the pasled reparts for he lastyear

County Employzes’ Depending on he stales of he separt, yau can do 0ne ormoee of the follewing:

Ciefarred Compensation

® Eilit - N0 repor i nol postad or confirmed then wou may add, d2lale or updale member
other Information recards.
- ¢ LUpdate Headler - If the raport 13 In @dded or In suspanoed slaius, you can update he header

Member Services infmrnabon, 1e Penalty, Late Inferest, Overape fundarage amount and Paymerd Meshod.
Member Handboaks * Delete - If lhe reportis not posted, vou may deletz it Be aware that this will pernanentls remove
e i e e Ihe whale rapodt along with all ils member récords
_Publications | * ConfirmUnconfitm - ke reparl bas no suspendad racards, vau may canfinm lhe reporl This
Legislation weill send the report to MPERS, which will adow e repor to post The repart«dll not post unless

yau confir e repor

I yau wish fa remome your cardirmadion, vou may do 0. This wil fee the regor for edding,
View Tatals - You mayvigss 3 summan of e folals for ary repart listed

* View Defails - Voo may view a Bsting of all membar racards for ary repar listed,

Fetirement Semimnars

Emplayer Reporting

Help

FAQs

Glossary of Terms
Site Map

MPERS Forms

Contact Lis

ENPERS 20071 &F Rafls Reservad  Terms of Usa Online Pirvaey Pedicy

1. Click on Change Web Profile on the sidebar tab if you need to change your password,
e-mail address or security question.
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WPERSS o

Conkact Lis

Ermaphorynr ; Rk C sl Fublic Schacl

Welrome Back, Yixcis Fais

Instructions - Change Web Account Information

@ Ban | cown

Filldg i T b 500 o Fad pagE will Blliw viulE ¢ Fir)d o forwdid, sl
acEreds oo pecin! queshon ot paseer T e aree queaskon

Fatmotd hitlp vaing e e (i bais

truchiom: § mavy v

Step t Tochange yaur password, cick he ‘Clangs Fastwand™ checi@ian aad bypein
Vour b assaen] and e gassegn]
Tohange your emal adiress, ipe o yur i ol adoiess, An seval will 58

SEpE EEnl 1 pd WTa newe EM ad3sEE AydudeEE B CRane vI DENES amad
Bl

Blic] i sl Gt B el "Whal S vier seimel Gueehsn T bl edi wanl b

i &
- hangR your SRCNE quEshan

Stepd oy aaew seeme quashen A vousar oochonge yaun e goesaan

m_

— CLICKE KEXT

.:..l:._-._.-_-.:"....””-“.__‘. : __.J AT —

2. Read instructions and click Next.
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ieicome Bk, Kook Fans
IErmpioyer ; Finck Cmek Fubls Zchogl

Change Web Account Information

| This page will siew you W) epd e youl wib scoumliniamalen e S chinge
Ermgiayar Homa pasawen, ema pidieas, guechon and answes 1 cecrsl queshen
Chings Wb Profos

Wk 33 ER Bagorh Chargs Web Azcount Iarmaten
* Al Ttk v reguien. 0 ey
Crange Fairwoed 1 r

Rebrensnt Baand

T — O pespcrd |

‘Orpasizatian Stnucores MEw s hmﬁirﬂ'-:n-rninmrsﬂ

Sehaal Emplpess’ mal et arisupers. e, gov
Sate Piiral
Juedge's

e ] At |3 et quetion 1
Srae Emplay e Lt |

Countp Emplaqesy’

Sefermd Campenselon * m

Othigr Inlormaal i il et ?

Member Sereces
partber Hitdacks aul usdaled well scoaunt isteemaien wil Become efechve mmimedialsl

Wtal i§ mer e eshon T |5|bcl|i:|..1 uishon _:_]

[Publisbiars

Lagation
Bypramart Lama g
Employer Exzoring

FACH
ik of Teriea
s

“IPERS Fermms

Contact Us

3. Use this screen to change your password and/or e-mail address. To change the “Welcome
Back” name, please contact NPERS.



